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Purpose

The purpose of the Pre-ETS Vendor Portal system is to collect federally and state required data in a
format that will facilitate combined VR and Pre-ETS participant reporting at the level of detail required
by the Rehabilitation Services Administration (RSA).

The portal provides a mechanism for providers to submit the data in the required format, and also
allows for the application of business and federal rules at the point of data collection.

The system has been provided for this purpose by Vocational Rehabilitation (VR) and is required to be
used for Pre-ETS consumer reporting. The system will be maintained by VR for this purpose.

Questions, issues and suggestions regarding the Pre-ETS Vendor Portal can be directed to email address:
fssa.pre-ets@fssa.in.gov .

Security

User Authentication

In order to access the system, all users must register to receive a valid user authentication logon-ID. Users
will access the system via the authentication website and will be redirected to the Pre-ETS Vendor Portal
system upon successful user authentication.

User Roles

Users of the Pre-ETS Vendor Portal system include: VR Pre-ETS Contractors and VR Pre-ETS
Administrators.

Security rights are both hierarchical and role-based.

VR Pre-ETS Administrators have State-wide access to monitor and review data, run reports, respond to
inquiries and to update data as needed. The administrators will also have “override” capability to make
changes to data that normally would be disallowed. This override capability may be needed to change
data after it has been reported to RSA (when the VR Pre-ETS Administrator obtains RSA approval) or to
make other special exceptions to normal business rules as needed.

VR Pre-ETS Contractors have three user roles: Contractor Leads, Agency Leads and Pre-ETS Consultants.

Contractor Leads and Agency Leads have elevated rights over Pre-ETS Consultants.

Case Ownership

A case can be assigned to anyone within a Contractor group (Contractor Lead, Agency Lead, Pre-ETS
Consultant). A case cannot be assigned to a VR Pre-ETS Administrator. The case assignment allows the
system to track who is ‘responsible’ (i.e., ownership) for a registered Pre-ETS consumer. It also allows
tracking of service provision at the agency level within a contractor group.

When a consumer is entered into the system via the Intake screen, the consumer’s case is automatically
assigned to the person that entered the information. The assumption is that the person entering the case
will be the Pre-ETS consultant who will be responsible for the case on an on-going basis. However, a case
can be transferred to another Pre-ETS consultant as needed to any other person within the same
Contractor group. Contractor Leads and Agency Leads will have access to transfer cases to any Pre-ETS
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Consultant in any of the Agencies within their Contractor group. Statewide, VR Pre-ETS Administrators can
transfer cases across Contractor groups.

Case Access

All users within the same Agency within a Contractor group will have full access to each other’s cases.
Contractor Leads will have access to all cases for all Agencies within the Contractor group. Inter-agency
access is the default; intra-agency access is not granted. This will be reflected in drop-down selections
throughout the system. The only exception to this rule is the Transfer Case function which allows Agency
Leads as well as Contractor Leads to transfer case assignment across Agencies within the full Contractor

group.

Users from one Contractor group will not have access to other Contractor groups’ consumer’s data (unless
acting as an Agency under more than one contractor). For Agencies under more than one Contractor,
inter-agency versus intra-agency rules still apply.

When a Contractor also serves as an Agency under another Contractor, their Contractor group will be
identified as their ‘home’ group, but they will be able to select the alternate Contractor as needed when
providing services as an Agency under an alternate Contractor group. This will be reflected in drop-down
lists throughout the system. For example, Sycamore Services is both a Contractor and also serves as an
Agency for Easterseals Crossroads. For Sycamore Services consultants, their ‘home’ Contractor will default
to Sycamore Services. However, Easterseals Crossroads will also be available for selection as an alternate
Contractor as needed.

Privacy and Confidentiality/HIPAA

This system is used to collect consumer data that is required for VR’s federal reporting to RSA. Some of
the required data elements include PIl and PHI confidential information. This information is protected
under HIPAA. Consumer personal information must be protected at all times, while on-line or while using
hard-copy materials. Any potential breach of protected information must be reported to the VR Pre-ETS
administrator immediately.

In addition, FSSA contractors must comply with FSSA Privacy Compliance Policies. Contractor staff may
only access, use, and disclose consumer personal information as authorized and permitted by FSSA VR
policies and procedures. Any access to, use of, or disclosure of consumer personal information not
authorized or permitted by such policies and procedures is strictly prohibited and constitutes a violation
of the Privacy Compliance Policies. A full copy of the FSSA Privacy Compliance policies is available at
website: www.in.gov/fssa/thehub/files/FSSA%20Confidentiality VR_V1%20Training.pdf

User Privacy and Confidentiality Agreement

When users first login to the system, an agreement to comply with privacy and confidentiality policies will
be presented. Users will not be permitted to access the system without first reviewing/agreeing to adhere
to privacy and confidentiality policies. This agreement screen will only be presented upon the user’s first
access of the Pre-ETS system. Upon agreement, the agreement date will be recorded, and the user will be
allowed to proceed to the Pre-ETS Vendor Portal. The user will not be presented with the agreement
screen again.
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Agreement

This system (Pre-ETS Vendor Portal) is owned by the State of Indiana, and is intended for
the exclusive use of authorized individuals in support of pre-employment transition
services activities. Anyone knowingly or intentionally accessing State of Indiana or Federal
Information without or using any 1 or resource other than
for the intended purposes faces potential criminal and/or civil penalties. All system
activities may be recorded/monitored.

This system contains personal g and 1. The privacy,
confidentiality and security of this data must be maintained as per FSSA privacy and
confidentiality policies. By clicking the “I agree” button below and proceeding into the

system, you acknowledge that: you are an authorized user; you will maintain the privacy,
confidentiality and security of the data herein; and that said information shall not be shared
or disseminated to any person or entity other than in support of authorized Pre-ETS

activities.

+ | Agree

Inactive Employees

It is the responsibility of the Agency and/or Contractor Lead to validate that a contractor’s access to
consumer personal information is immediately terminated upon leaving their agency or upon transferring
to another business unit which should not have access to the Pre-ETS consumer data. This includes all
access to electronic and/or paper files containing any client personal information.

For this purpose, an Inactivate User administrative function will be provided under the Administrative
Menu. This will be available to Agency and Contractor Leads as well as VR Pre-ETS Administrators.
[Note: Until this function is available, please email fssa.pre-ets@fssa.in.gov immediately when a user
inactivation is needed.]

System Timeouts due to Inactivity on the screen

If there is no activity on the selected screen for one hour (60 minutes), the system will automatically
time out. This is to protect the confidentiality of data within the system if you have stepped away from
your device but have forgotten to log out. A message will be displayed:

Your session is about to time out. You will automatically log out from your current session in:
M:SS [Note: This will display how many minutes before the automatic logout will occur.]
If you would like to remain logged in, please click “OK”.

Simply click the OK box if you would like to remain logged in.

Basic Workflow in Life of Pre-ETS Case
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Intake Inactivate
Case/End
Services

Service

Provision Reports (internal

and federal)

Documents

The Pre-ETS consumer must first complete Intake information to register as a Pre-ETS consumer.

After the consumer is registered, Services can be provided as needed until such time as the Consumer
graduates or no longer requires services, at which time the consumer’s Pre-ETS case can be inactivated
(i.e., services will be ended).

Alternatively, if the consumer decides not to pursue services, the case can be inactivated after Intake
and prior to Service Provision.

As a result of Intake and Service Provision, and all through the life of case, collateral documentation can
be collected and uploaded for the case as needed.

Services will be aggregated and invoiced (in summary form with other consumer’s services) on a
monthly basis.

All information pertaining to the case will feed various Reports, both internal and also federal reporting.

Note: It is possible for a Pre-ETS Consumer to also receive VR services or to transition from Pre-ETS to
VR services. This means that the consumer can already be a VR consumer at the time of Pre-ETS Intake,
or they can apply for VR services during Pre-ETS participation, or they can apply for VR services after
Pre-ETS participation.

Getting Started

The Pre-ETS Vendor Portal will utilize Azure active directory authentication based on registered users.
This allows for two levels of authentication, the first active directory authentication level must be passed
in order for the user to proceed to the Pre-ETS Vendor Portal. The Pre-ETS Vendor Portal system will
then apply a second layer of authentication to allow login to the system. If both levels of authentication
are passed, security rights within the Pre-ETS Vendor Portal will be role-based.

When a user is first registered, they will receive email notification(s) regarding a Microsoft Invitation
(You’re Invited!) from Microsoft Invitations. An email will be sent for each Vendor Portal environment
for which the user has been registered (usually either Training/UAT or Production). The email will
include a Get Started link which allows the users to complete the registration of their login ID. New users
must follow the instructions and proceed through the screens until the registration is completed.
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After successful registration, after launching the URL just click on the desired environment to proceed to
the vendor portal. When prompted for email or phone, please use the email address that you specified
on your registration form.

Upon the first access to the Pre-ETS Vendor Portal, an agreement screen will be launched as mentioned
and displayed in the User Privacy and Confidentiality Agreement section. Review and click the | Agree
button in order to proceed with access to the system.

If any issues are encountered that prevent login, please contact fssa.pre-ets@fssa.in.qgov to report the
issue and obtain assistance.

You're invited to the State of Indiana (UAT) organization ...

Microsoft Invitations<invites@microsoft.com>
To: |jahnavi@gmail com

Reply | Reply to all | Forwsrd | Print | Delete | Show originsl

Azure Active Directory

You've been invited to access applications in the
State of Indiana (UAT) organization
by

Long, Bryan (Admin)

Return to the above link at any time for access.
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Pre-ETS Vendor Portal User Guide
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Welcome

You have been invited to access vrpreetsqa.fssa.in.gov

To access applications in the State of Indiana (UAT)
organization, you'll need a Microsoft account with
|jahnavi@gmail.com.

Cloud optimize
your business

Note: After completing sign in you will be redirected to:
https:/ vipreetsqa fssain gov

T

© 2017 Microsoft == Microsoft

Terms of use  Privacy & Cookies Z

/ &% Signintoyouraccount X W\ Blle@ |

€2 C | # Microsoft Corporation [US] | https://login.microsoftonline.com/114c61c4-4e3a-4506-aeef-baddf4d07e32/oauth2/authorize?client id=d87d3238-c033-44e4-90da-65fd24ceBba5respense mode=form_post&respor ¥
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VR TRAINING-ETS

Work or school, or persenal Microsoft account

|bnai\ or phone

Password

* Keep me signed in

Can't access your account?

© 2017 Microsoft B Microsoft

Terms of use  Privacy & Cookies

Home Page
Upon accessing the system, the user will be presented with the Home Page.

From this page, the user can:
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e Search for existing consumers

e Choose to enter a new Intake

e Search for/enter new Services

e Access the Administration Menu
e Sign out of the system

Pre-ETS Vendor Portal (Training) et

Home Search Consumers New Intake Services Administration ~ Contact Us

Welcome to Pre-ETS Vendor Portal

Search Consumers New Intake Services

Search » New InTake » Service »

Contact Us

This page contains contact information to report issues, questions, suggestions and concerns to the VR
Pre-ETS Administrators for their review.

Consumer Search

This function will allow users to search for specific consumer records. A variety of search criteria can be
used, in different combinations.

Type of Search

There are three (4) types of Consumer Searches: Consumer ID, Consumer Name, School Name, Temp
SSN. When a Search Type is selected, the next field to the right will dynamically change to reflect the
selected Type.

*  The most specific consumer search criteria (filter) that can be applied is the Consumer ID. This is
the unique Pre-ETS consumer number that is assigned to the consumer’s case at the time of
intake.

*  For the Consumer Name search, a partial wildcard search is used which allows the user to search
by Last Name followed by full First Name or followed by the starting characters of the First
Name. When First Name is used, Last Name and First Name should be separated by a comma.

o Example: Smith,John or Smith,J).

* If desired the user can simply search for the full last name or all last names starting with the
characters entered (Example: Smith or Smi). The less specific the criteria, the more results that
will potentially be displayed.

* The Schools drop-down will present a full list of the schools covered under the Pre-ETS
Contracts. NOTE: A change is pending to limit this drop-down to list only the schools covered
by the selected Contractor.
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*  Temporary SSN — This will result in a list of consumers that had a temporary SSN created by the
system due to the ‘real’ SSN not being available at the time of the intake. Temporary SSNs begin
with ‘999’ per RSA requirements. Note: The Temp SSN column in the results grid will show Yes
or No. Yes indicates that a temporary SSN was assigned. No indicates that a ‘real’ SSN was
entered.

Additional Search Criteria
Additional / multiple filters can be applied: Consumer Status, Contractor, Agency, Pre-ETS Consultant.
The more specific the search criteria, the fewer results that will be displayed.

The Consumer Status values include:

* Intake (Intake means that the consumer’s Intake record has been entered, but no services have
been entered)

* In-Service (Active means that the Intake and Service(s) have been entered)

* Inactive (Inactive means that the consumers’ services have ended, and as a result the
consumer’s Pre-ETS ‘case’ is closed)

The Contractor drop-down will default to the user’s ‘home’ Contractor group, but if other Contractors
are available per the user’s access, they will also be available for selection.

The Agency drop-down will default to the user’s ‘home’ Agency, but if other Agencies are available per
the user’s access, they will also be available for selection.

The Pre-ETS Consultant drop-down will display a list of names of Contract Leads, Agency Leads and Pre-
ETS Consultants based on the user’s security and/or limited by the selected Contractor/Agency.

If a Search field is not used, then it will default to all that are available per the user’s security clearance.

The Search button will display all results matching the criteria in the results grid.

Results Grid

Multiple pages may be returned in the results grid, or a message will be returned stating that no results
were found.

Each column in the results grid is sortable and can be expanded or contracted by selecting and dragging
the column header field separator. Left clicking in the column header will change the sort order. The first
click will change the order to ascending; the second click will change the order to descending; and upon
the third click the sort order will revert to the original sort order.

A scroll bar is located on the right side of the grid when several results records are returned.

Arrows and drop-downs at the bottom left of the grid can be used to navigate to a new results page in
the grid or can be used to change the number of items displayed per results grid page.

If a record in the grid is selected and ‘double-clicked’, the action taken will be the same as selecting the
record and clicking on Add/Modify Service.
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Available Functions
When a consumer record is selected in the grid, available functions include: View/Modify Intake,
Add/Modify Services, Inactivate User/End Services (the Inactivate User function is pending).

If the desired consumer record is not found in the results grid, a Create New Intake function is available
and can be used to enter a new consumer intake record.

Laura.Moore@fssa.IN.gov

Pre-ETS Vendor Portal (Training) (Sign Out)

Home Search Consumers New Intake Services Administration - Contact Us
Consumer Search

Type of Search  Consumer Name Consumer Name Consumer Status | All

Contractor  Peak Community Services Agency = All v Pre-ETS Consultant =~ All

G View/Modify Intake | G Add/Modify Services | ¥ Create New Intake

Consumer ID Consumer Name Contractor Pre-ETS Consultant School Name County Consumer Status = Temp SSN
e e T e T T S K

600073 Smithtest1, Bob Peak Community Services Gibson, Sandie Caston Jr-Sr High School Fulton In-Service

600074 Smithtest2, Bob Peak Community Services Gibson, Sandie Caston Jr-Sr High School Fulten In-Service

600081 Testcase, John Peak Community Services Gibson, Sandie Argos Comm Jr-Sr High Sc. Hancock In-Service

< 0 > M All v items per page Showing 1 to 4 from 4 Consumers.

Intake
No services can be entered for a consumer until the consumer’s Intake information has been entered.

All of the fields in red font are required fields.

When an SSN is entered that matches an existing IRIS consumer, an informational message will state
that a match has been found. The available IRIS info will then auto-populate, but the info can be
updated if needed.

If the SSN matches a VR consumer who was determined ineligible by VR, an error message will be
presented and the Intake cannot be saved. A message will instruct the user to contact fssa.pre-
ets@fssa.in.gov with questions or concerns about the provision of services to this consumer. The
purpose is to stop intake and to prevent service provisions that are disallowed by RSA.

When the SSN is unknown or is not available, the system will assign a ‘temporary’ SSN in the format
required by RSA (which starts with a ‘999’). Do not attempt to assign a ‘fake’ SSN, as the system must
assign unique SSN’s to each consumer for federal reporting purposes. To allow the system to assign the
SSN, check the “SSN not available” checkbox. If at a later date, the SSN is obtained, uncheck the
checkbox in order to enter the SSN. The ‘real’ SSN should be entered whenever possible to match
against VR consumers and to facilitate accurate federal reporting.

Certain fields such as SSN, DOB, etc. can only be changed up to the time that the consumer information
has been reported to RSA. After that time, these fields will be locked and can only be changed if VR
obtains RSA’s approval.
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* If you attempt to change an RSA-restricted field that has already been reported, an error will
occur preventing the change and instructing the user to contact fssa.pre-ets@fssa.in.gov to ask
VR to obtain approval for the update.

*  Procedurally, once VR obtains RSA approval the VR PRE-ETS Administrator will have the
authority to override the RSA-restriction and will make the change(s) for you.

* Intake fields that are not RSA-restricted can be updated as needed throughout the life of the
case.

The information that is available in Intake drop-downs will be limited by the user’s security clearance.

The Contractor drop-down will default to the user’s ‘home’ Contractor, but if more than one is available
per user’s security clearance, they will be available for selection.

The Pre-ETS Intake Date will default to the current date, but can be back-dated. There is a back-date
limit of 10-01-2016 (the earliest Pre-ETS contracts’ start date.

The consumer’s age should be between 14 — 22 years old. An error will occur if the consumer is younger
than 14 or already 23 or older at Intake per the DOB. This is to prevent intake and service provision to a
consumer that is too old to receive Pre-ETS services per RSA.

More than one Race value can be entered by checking all of the applicable boxes. Minimally at least one
Race must be entered.

For the Student Plan field, when the option “Has neither an IEP nor 504 Plan” is selected, a conditionally
required field “Specify Other Verification of Disability” will appear and will be a required field. In
addition to this field which identifies the manner in which the verification of disability was obtained (via
Student Plan or other means), the actual supporting documentation must be collected and maintained,
whether it is a copy of a 504 or IEP plan or other documentation that verifies disability. Note: A
pending change will allow the documents that have been collected and maintained for this purpose to
be uploaded to the Pre-ETS consumer’s case. Until this is available, please maintain the documents to
upload when the functionality is available.

For the School field, a list of valid schools for the selected Contractor will be available for selection.
The Expected Year of Graduation cannot be in the past nor more than six years in the future.

* An error will occur for either of these two conditions that will prevent the entry of the Intake.
For questions or concerns regarding provision of services to a particular consumer, please
contact VR Pre-ETS administration at email fssa.pre-ets@fssa.in.gov.

* A warning message will be issued if the graduation date will occur when the consumer is 23 or
older. This message won’t prevent Intake entry, but will alert the user that the consumer may
be 23 or older at the Expected Year of Graduation (and thus the case may need to be closed
prior to graduation due to RSA age restrictions for Pre-ETS services).

* A warning message will be issued if the graduation date will occur when the consumer is 23 or
older.

There are three optional sections at the bottom of the web page. Please note that there is a scroll bar on
the right of the Intake screen to allow the user to scroll down to enter these sections:
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¢  Mailing Address - This section does not need to be completed unless it is different than the
residential address. To complete this section, check the checkbox and it will expand to allow the
fields to be entered. If the checkbox is checked, then the address fields are required.

* Parent or Legal Guardian — This section is reserved for the entry of Parent or Legal Guardian
information. The Legal Guardian checkbox should be checked if the person entered here is the
Legal Guardian of the Pre-ETS Consumer.

*  Emergency Contact — This section does not need to be completed unless it is different than the
Parent or Legal Guardian information. If the Emergency Contact is the same as the Parent or
Legal Guardian information, check the checkbox next to the Emergency Contact label in order
to automatically populate the fields with the same values that were entered into the Parent or
Legal Guardian section.

The Reset button will allow the user to clear all of the entered fields, until the data is saved. After save,
the Reset button will be disabled.

New Intake

Consumer Information
Contractor: Peak Community Services v Pre ETS Intake Date: 03/12/2017

SSN: [epecEnisstivilieiassopedenisany Current or Previous VR Applicant

¥/ SSN Not Available

Last Name: Doe First Name: TestcaseJohn
Date of Birth: 000 Gender: Does not wish to self-identify v
Race: ¥ White Black or African American Stated Disablity: testing stated disa
American Indian or Alaska Native ¥ Asian
Native Hawaiian or Other Pacific Islander Middle Eastern
4
Ethicity(lispante/Lotinel: Expected Year of High School Graduation: 2018
School: Warsaw Community High SchE?\ (Kosciuska) v Student Plan: IEP v
Consumer Phone: Consumer Email: happytester@gmail.com
Residential Street: 15 N East St Residential City: Warsaw
Residential State: IN - Indiana v Residential Zip Code: 46581 v
Residential County: Kosciusko v

Mailing Address (if different from residential address):

Parent or Legal Guardian

Last Name: First Name:
Phone : Email:

Legal Guardian

Emergency Contact (Same as Parent or Legal Guardian):

Last Name: Flkst Name:

Phone: Email:
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After Save, if there are Errors, a message will be displayed at the top of the screen, and the fields in
error will show an error message underneath the field.

However if the Save is successful, a successful save message will be displayed at the top of the screen,
and the Consumer ID (unique number), Consumer Status (initially, the Consumer Status is Intake) and
the Consultant (i.e., case owner) will be assigned. The current values will be displayed at the top of the
Intake Screen and will display each time the Intake is viewed. The Consumer ID, Consumer Status and
assigned Consultant are display-only values that are assigned by the system.

All information was successfully saved.

Consumer Information <

Inta ke: Consumer ID: 600013, Consumer Status: Intake, Pre-ETS Consultant: Gibson, Sandie

Contractor: Peak Community Services v Pre ETS Intake Date: 03/12/2017
SSN: 999-50-0002 ¥ SSN Not Available Current or Previous VR Applicant
Last Name: Doe First Name: TestcaseJohn
Date of Birth: 10/20/2000 Gender: Does not wish to self-identify
Services

Service Search

The Services function launches a Services Search screen. From this screen, the user can either search for
a particular Service Session and select it to View or Modify, or the user can create a New Service session
record.

Type of Search

Similar to Consumer Search, there are three (3) types of searches: Consumer ID, Consumer Name and
School Name. When a Search Type is selected, the next field to the right will dynamically change to
reflect the selected Type.

* Consumer ID is the unique Pre-ETS consumer number that is assigned to the consumer’s case at
the time of intake. Searching by Consumer ID will result in a list of all service sessions (individual
and group) in which the consumer participated.

*  For the Consumer Name search, a partial wildcard search is used which allows the user to search
by Last Name followed by full First Name or followed by the starting characters of the First
Name. When First Name is used, Last Name and First Name should be separated by a comma.

o Example: Smith,John or Smith,J).

o If desired the user can simply search for the full last name or all last names starting with
the characters entered (Example: Smith or Smi). The less specific the criteria, the more
results that will potentially be displayed.

o Like the Consumer ID search, the consumer name search will result in a list of all service
sessions (individual and group) in which a consumer (with a matching full or partial
name) participated.

* The Schools drop-down will present a full list of the schools covered under the Pre-ETS
Contracts. NOTE: A change is pending to limit this drop-down to list only the schools covered
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by the selected Contractor. The Schools search will result in a list of all service sessions for
consumers associated with a particular school.

Additional Search Criteria

Additional / multiple filters can be applied: Service Status, Contractor, Agency, Pre-ETS Consultant, Date
Range (Date From, Date To), and Service Category. The more specific the search criteria, the fewer
results that will be displayed.

The Service Status values include:

* In-Process (In-Process means the Service Session has been added, but has not yet been invoiced
and is thus still updatable)

* Invoiced (In-Process means that the Service Session has been included on a monthly Invoice
which has not yet been paid)

* Paid (Paid means that the Service Session was included on a monthly invoice which has been
paid)

The Contractor drop-down will default to the user’s ‘home’ Contractor group, but if other Contractors
are available per the user’s access, they will also be available for selection.

The Agency drop-down will default to the user’s ‘home’ Agency, but if other Agencies are available per
the user’s access, they will also be available for selection.

The Pre-ETS Consultant drop-down will display a list of names of Contract Leads, Agency Leads and Pre-
ETS Consultants based on the user’s security and/or limited by the selected Contractor/Agency.

The Date From and Date To fields can be used to specify a date range for the search. If not entered, the
Date To field will default to the current date.

The Service Categories search field allows the user to search for all Service Sessions which included a
specific service category. The categories include:

* Job Exploration Counseling

*  Work-based Learning Experiences

*  Workplace Readiness

* Instruction in Self-Advocacy

* Counseling on Opportunities for Enroliment in Post-Secondary Education

If a Search field is not used, then it will default to all that are available per the user’s security clearance.
The Search button will display all results matching the criteria in the results grid.

Results Grid
Multiple pages may be returned in the results grid, or a message will be returned stating that no results
were found.

Each column in the results grid is sortable and can be expanded or contracted by selecting and dragging
the column header field separator. Left clicking in the column header will change the sort order. The first
click will change the order to ascending; the second click will change the order to descending; and upon
the third click the sort order will revert to the original sort order.
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A scroll bar is located on the right side of the grid when several results records are returned.

Arrows and drop-downs at the bottom left of the grid can be used to navigate to a new results page in
the grid or can be used to change the number of items displayed per results grid page.

Available Functions
When a consumer record is selected in the grid, available functions include: Create New Service,
View/Modify Service.

If the desired Service Session record is not found in the results grid, a Create New Service function is
available and can be used to enter a new consumer intake record.

Alternatively, the user can View/Modify a particular Service Session by double-clicking the desired
Service Session in the results grid, or selecting the desired Service Session and clicking the View/Modify
button. Only one Service Session at a time can be selected for View/Modify.

Laura.Moore@fssa.IN.gov

Pre-ETS Vendor Portal (Training) (Sign Out)
Home Search Consumers New Intake Services Administration -~ Contact Us
Service Search

Type of Search Consumer Name v Consumer Name Service Status Al
Contractor Al v Agency v Pre-ETS Consultant A

Date From Date To Service Category Al

=+ Create New Service

Session ID Service Date Contractor School Consumer Name Group

< ° > | v items per page No items to display

Service Session

The Service Session screen allows users to add a New Service Session or View/Modify or Delete an
existing session. Users will only be allowed to modify a service session up to the point it has been
invoiced. Once the service session is invoiced, it is no longer modifiable, nor can it be deleted.

Pre-ETS Consultants, Agency Leads, Contract Leads and VR Pre-ETS Administrators all have the authority
to enter and modify un-invoiced service sessions per their access rights. However, only Agency Leads,
Contract Leads and VR Pre-ETS Administrators can Delete a service session. This is to be used to correct
mistakes such as accidentally entering a duplicate service session record.

The Service Session is designed to record information about the actual services that were provided after
the services have been provided. It is not used to record planned services before they occur. The
Service Session is used to record services that occurred on a specific date.
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The Service Session must specify at least one service and at least one consumer. The Service Session
screen can be used to record an individual —or- a group service session.

If services were provided to an individual separately, not in a group session, a separate service session
must be entered for that consumer. If a consumer received multiple services on the same date, the
individual service session can record all services for that date.

For group sessions, all services entered will apply to all consumers entered in the service session. Again,
the service session can have only one date, which is the date that the group session occurred. The
assumption is that all of the consumers in the group session received the same services. Therefore, all of
the services entered for the session will apply to all of the consumers entered for the session. If this is
not the case, and a particular consumer received additional or different services than other consumers
in the group session, then an individual session must be entered for that particular consumer for all
services that differed from the rest of the group.

When adding a new service session, the Session Date will default to the current date. The date can be
changed to be backdated, but it cannot be prior to the Intake date nor can it be entered as a future
date.

For a new service session:

* The Contractor drop-down will default to the user’s ‘home’ Contractor group, but if other
Contractors are available per the user’s access, they will also be available for selection.

* The Agency drop-down will default to the user’s ‘home’ Agency, but if other Agencies are
available per the user’s access, they will also be available for selection.

* For agencies serving under more than one Contractor, it is important to select the appropriate
Contractor/Agency combination.

* Aservice session can have only one Contractor/Agency combination. This is to allow the service
to be associated with the Agency that provided the service.

There are two tabs on the Service Session screen: Services and Consumers. The number of services and
the number of consumers in the service session will be displayed on the tab. For a brand new services
session, these counts will be zero (0) until services and consumers have been added.

Services and consumers can be added in either order, and the user can toggle back and forth between
tabs as needed.
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New Service Session

Session Date: Contractor: Agency:

H M All

Services @@ | Consumers @)

Category Time Spent(minutes) = Activity Notes

Services
The Add Services button can be used to select the service categories that were provided in the service
session. When first launched, a list of the five service categories will be presented. Multiple service
categories can be selected by checking each desired service category checkbox. Click OK to add the
service categories to the service session.

Select Service(s)

¥ Job exploration counseling

¥ Work-based learning experiences

Workplace readiness

Instruction in self-advocacy

Counseling on opportunities for enroliment in p;stsecondary education

o Jooe]

After service categories have been added, if the user returns to the Add Service screen, only the
remaining unselected service categories will be listed for selection.

Each service category requires the entry of Time Spent (in minutes) and a description of the Activities
performed per category per session. The Activity Notes will automatically ‘wrap text’ per the width of
the Activity Notes column in the grid.

Services can be removed by using the Remove button. This can be used if a service was entered in error.
A warning message will be issued to make sure the user really intends to remove the line.
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New Service Session

Session Date: Contractor: Agency:

02/22/2017 Aspire Indiana v All

Services @) | Consumers )

Category Time Spent(minutes)  Activity Notes

Describe the activities performed for this service category during the session here.
Job exploration counseling 45

Work-based learning Describe the activities performed for this service category during the session here.

experiences

+Add Services X Save & Close || Ti Delete

Consumers
The Add Consumer button can be used to select the consumers that participated in the service session.
The Add Consumer button will launch a Select Consumer(s) page.

Select Consumer(s)
The Select Consumer(s) page allows the user to search for and select the consumer(s) that participated
in the service session.

Only consumers for the selected Contractor will be available for selection.
Two Search criteria can be entered: Type of Search and School.

The Type of Search drop-down includes Consumer ID and Consumer Name. Consumer ID is the most
specific method for consumer search. For the Consumer Name search, a partial wildcard search is used
which allows the user to search by Last Name followed by full First Name or followed by the starting
characters of the First Name. When the First Name is used, Last Name and First Name should be
separated by a comma.

Example: Smith,John or Smith,J).
If desired the user can simply search for the full last name or all last names starting with
the characters entered (Example: Smith or Smi). The less specific the criteria, the more
results that will potentially be displayed.

o Like the Consumer ID search, the consumer name search will result in a list of all service
sessions (individual and group) in which a consumer (with a matching full or partial
name) participated.

The Schools drop-down will present a full list of the schools covered under the Pre-ETS Contracts. NOTE:
A change is pending to limit this drop-down to list only the schools covered by the selected Contractor.
The Schools search will result in a list of all service sessions for consumers associated with a particular
school.
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Results Grid
Multiple pages may be returned in the results grid, or a message will be returned stating that no results
were found.

Each column in the results grid is sortable and can be expanded or contracted by selecting and dragging
the column header field separator. Left clicking in the column header will change the sort order. The
first click will change the order to ascending; the second click will change the order to descending; and
upon the third click the sort order will revert to the original sort order.

A scroll bar is located on the right side of the grid when several results records are returned.

Arrows and drop-downs at the bottom left of the grid can be used to navigate to a new results page in
the grid or can be used to change the number of items displayed per results grid page.

The consumers that participated in the session can be selected by checking the checkbox in the first
column. Multiple consumers can be selected, as long as they are from the same Agency.

Click OK to add the consumer(s) to the service session.

Select Consumer(s)

Type of Search Consumer Name ¥ Consumer Name School Al v @

Consumer ID Intake Date Consumer Name School SSN Agency
600008 03/12/2017 Iname, fname a Alexandria-Monroe High School XXX-XX-8966 Aspire Indiana
600009 03/12/2017 Iname, fname a Alexandria-Monroe High School XXX-XX-T899 Aspire Indiana
600023 03/12/2017 Doe, Janetestcase Anderson High School 999-95-0007 Aspire Indiana

< o > M Al v items per page Showing 1 to 3 from 3 Consumers.

Only the last four (4) digits of the SSN are displayed for ‘real’ SSNs. The last four digits are displayed in
order to help the user to identify a student. However, if a temporary SSN was assigned, the full SSN is
displayed in order to alert the user that the last four digits are not from a ‘real’ SSN. When a full SSN
starting with ‘999’ is displayed, this indicates that the SSN is a temporary SSN.

Once a consumer has been selected, the system will recognize if the user selects consumer(s) from
another Agency and will present a warning message that the previously selected consumers will be
removed if the user proceeds with this selection.

Consumers that have already been selected will not be displayed if the user returns to the Add
Consumer/ Select Consumer(s) screen.
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If a consumer is selected who has an intake date after the Service Session Date, an error will occur. The
user must decide if the Service Session Date is in error or if the consumer was selected in error and
correct the issue in order to save the service session.

When a service session is successfully saved, the Service Session ID and Status will be displayed at the
top of the screen. These are system-assigned display only values. The initial value for the service status
is In-Process until the service is later Invoiced and then Paid.

Service Session saved successfully.

Service Session Id: 10188

ession Date: Comracmrk Agency:

02/23/2017 Bona Vista Programs v Bona Vista Programs

.

Services @) = Consumers P

Category Time Spent(minutes) = Activity Notes

Describe the activities provided during this service session here.
ob exploration counseling 45

Work-based learning Describe the activities provided during this service session here.

experiences

.

Inactivate Consumer Case/End Services (under construction, not yet

available)

This function will be used to specify that a consumer is no longer receiving Pre-ETS services. This is to be
used to specify the date that all services ended, and the reason that the services ended (such as high
school graduation, consumer refused services, consumer is too old to continue to receive Pre-ETS
services, etc.).

This function should not be used if a consumer is discontinuing Pre-ETS services with one Contractor or
Agency in order to transfer to another Contractor or Agency where services will continue (due to moving
to a new school district for example). When this occurs, the Transfer Case function should be used.

The Inactivate Consumer function should only be used when all Pre-ETS services have ended and will no
longer continue.

<Insert Inactivate Consumer Case screen shot here>

Documents (under construction, not yet available)
This function will allow users to upload documents to attach to a Pre-ETS consumer’s case.
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The documents should be in PDF format.

Users will be able to View, Delete and Add documents. They will not be able to modify the documents
that have already been uploaded.

In order to update a document, the user should:

* Delete the document from Pre-ETS
*  Modify the document on their workstation and convert to PDF
* Upload the updated PDF

Documents will be sorted into document types to make it easier to find specific documents associated
with the case.

Full Information regarding the Documents function will be provided at a later date.

<Insert Documents screen shot here>

Invoicing (under construction, not yet available)
The Invoicing function will be available to Contractor Leads and VR Pre-ETS Administrators.

The function will allow users to create monthly invoices or to view prior invoices.

An invoice can be generated for only one Contractor. It will aggregate services provided by all of the
Agencies under that Contractor for the selected time period that have not yet been invoiced.

Typically the time period will be for the prior month. Once all service records have been entered for the
month, the invoice can be created.

In the event that service records were entered ‘late’ and did not make it into the monthly billing, the
user will have the ability to generate an invoice for prior months. The invoice function will only include
service records that have not yet been invoiced.

The invoicing function is included in order to provide the level of detail required for VR’s federal
reporting.

Full Information regarding the Invoicing function will be provided at a later date.

<Insert Invoicing screen shot here>

Reports (under construction, not yet available)
Full Information regarding the Reports function will be provided at a later date.

<Insert Reports screen shot here>

Administration Menu

Transfer Case
Contractor Leads, Agency Leads and VR Pre-ETS Administrators will have access to this function.

Pre-ETS Consultants will not have access to this function.
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When a consumer is entered into the system via the Intake screen, the consumer’s case is automatically
assigned to the person that entered the Intake information. The assumption is that the person entering
the case will be the Pre-ETS consultant who will be responsible for the case on an on-going basis. However,
a case can be transferred as needed.

Contractor Leads and Agency Leads will have access to transfer cases to the Contractor Lead or to any Pre-
ETS Consultant or Agency Lead in any of the Agencies within their Contractor group.

Statewide, VR Pre-ETS Administrators can transfer cases to any Contractor Lead, Agency Lead or Pre-ETS
Consultant across Contractor groups.

The screen will allow the user to search in similar fashion to the Consumer Search screen. The user can
then select a single case or multiple cases or all cases from the results grid and transfer them to the desired
user (Pre-ETS Consultant, Agency Lead or Contractor Lead).

This function is useful when a consumer moves to a new school district, or when an employee retires,
transfers to a non-Pre-ETS position or is terminated and their caseload needs to be reassigned.

When it is necessary to transfer a case, all services that were provided under the original Agency should
be entered prior to the transfer.

Laura.Moore@fssa.iN.gov

Pre-ETS Vendor Portal (Training) (Sign Out)

Home Search Consumers New Intake Services Administration - Contact Us
Transfer Case

Type of Search  Consumer Name: Consumer Name Consumer Status = Al

Contractor Al Agency Al Pre-ETS Consultant | Freeman, Meredith

=
Total Records: ()

Consumer ID Consumer Name Contractor Pre-ETS Consultant School Name County Consumer Sta... Temp SSN
@ 600001 Test Pre-ETS LN, Test Pre-ET... Bona Vista Programs Freeman, Meredith Eastern High School Hamilton In-Service
s 600013 JLsix, TestSix Bona Vista Programs Freeman, Meredith Hamilton In-Service

600014 JLSeven, TestSeven Bona Vista Programs Freeman, Meredith Madison C

600015 JLEight, TestEight Bona Vista Programs Freeman, Meredith Kokomo High School Hancock

600036 Test Test, Test Bona Vista Programs Freeman, Meredith Hamilton

600041 Testcase, Emma L Bona Vista Programs Freeman, Meredith Hamilton In-Service

600042 Testcase2, Emma L Bona Vista Programs Freeman, Meredith Hamilton In-Service

600043 test case seq1, first case seq 1 Bona Vista Programs Freeman, Meredith Hamilton In-Service

600044 last, first Bona Vista Programs Freeman, Meredith Hamilton In-Service

600047 last name 123, first name123 Bona Vista Programs Freeman, Meredith Hamilton In-Service

600061 req, qer Bona Vista Programs Freeman, Meredith Northwestern Senior High Hamifton In-Service

Damon, Matt Bona Vista Programs Freeman, Meredith Easibrook High School Hamilton In-Service

600082 Stathom, Jason Bona Vista Programs Freeman, Meredith Heart reer Center Hamilton In-Service

600083 Test, testd5 Bona Vista Programs Freeman, Meredith Hamilton Intake

600085 elgfgag, fogah Bona Vista Programs Freeman, Meredith Eastern High School Hamilton Intake

Transfer the case(s) to:  Rominger, Michael(Carey Services)

Inactivate User/End Services (under construction, not yet available)

When an employee retires, transfers out of Pre-ETS service provision or is terminated, their Pre-ETS User
ID should be immediately inactivated at the point that they are no longer allowed to work on Pre-ETS
cases.

Contractor Leads, Agency Leads and VR Pre-ETS Administrators will have access to this functionality.

Contractor Leads will be able to inactivate any user within their Contractor group, except for their own
user account.
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Agency Leads will be able to inactivate any user within their Agency, except the Contractor Lead or their
own user account.

VR Pre-ETS Administrators will have state-wide access to inactivate any user.

Caution: When this function is used, the inactivated user will immediately lose all rights to the Pre-ETS
Vendor Portal. Do not use this functionality until the user is no longer allowed access to the system. For
example, if a user has given two week notice and will be allowed to continue working on Pre-ETS cases
for two weeks, do not inactivate their user ID until the end of the two week period.

<Insert Inactivate User screenshot here>

Request New User Registration (under construction, not yet available)

When a new Pre-ETS Consultant, Contractor Lead or Agency Lead is hired, this function can be used to
request a new user registration. Required user registration information, including Contractor, Agency,
User Name, Email, Phone, and user role must be provided in order to submit the request. The request
will then be processed by VR and the requestor and new user will be notified when the new user ID is
available.

Contractor Leads, Agency Leads and VR Pre-ETS Administrators will have access to this function.

Contractor Leads will have the ability to request a user registration for any Agency within their
Contractor Group.

Agency Leads will have the ability to request a user registration for their Agency.

VR Pre-ETS Administrators can complete the registration information for any Contractor/Agency state-
wide.

<Insert Request New User Registration screen shot here>

Invoice Reconciliation (under construction, not yet available)

This functionality will be used by VR Pre-ETS Administrators in order to identify Pre-ETS invoices that
have been paid. This information will be used for federal reporting, as well as to apply business rules to
Invoice and Service data (paid invoices/services within those invoices cannot be changed after
payment).

This functionality will not be available to Contractor Leads or Agency Leads.

<Insert Invoice Reconciliation screen shot here>

Shortcut Keys

Throughout the system, shortcut keys are available. These are combinations of keys that will allow the
user to ‘jump to’ or perform the desired function without having to navigate to the button.

The shortcut keys are listed by screen below:
Home Page
ALT + R = Go to Search Consumer
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ALT + N = Go to New Intake
ALT + S = Go to Services Search
Consumer Search
ALT + R or focus on any Search field and press ENTER = Search
ALT + N = Go to New Intake
ALT + | = View/Modify Intake
ALT+M = Add/Modify Services

Alt + G = Set cursor focus on Grid

Intake
ALT +S = Save
ALT + | = Save and Close
ALT + L = Delete [Note: The Delete intake function is restricted to VR Administrators.]
ALT + 0 = Close
Transfer Case
ALT + R or focus on any Search field and press ENTER = Search
ALT +S = Transfer
Service Search
ALT + R or focus on fields and press ENTER = Search
ALT+M = to Add/Modify Services
ALT + N = Create New Service
Alt + G = Set cursor focus on Grid
Service Session
ALT+ U = Go to Add Services / Select Services pop-up screen
ALT+K = Go to Add Consumers / Select Consumers pop-up screen
ALT +S = Save
ALT + | = Save and Close
ALT + L = Delete

ALT + 0 = Close
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Select Services Pop-up
ALT+P = OK
ALT + 0 = Close
Select Consumers Pop-up
ALT + R or focus on fields and press ENTER = Search
ALT+P = OK
ALT + 0 = Close
Menu ToolBar

Alt + Q = Set Focus on Home in Menu toolbar
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